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1. Welcome 


Welcome to Policy and Procedure Purpose/Interpretation 


The purpose of this Manual is to provide employees, contractors, and/or volunteers of The 
Quilt Project (“Quilt’, “QuiltMC”), [insert here what quilt is about, i.e. a Minecraft mod 
project], with general information regarding the policies and procedures of the community. 
Nothing in this manual or in any other documents (such as benefit statements, 
performance evaluations, or any other written or verbal communications) should be 
construed to create an employment agreement/contract (either expressed or implied) for 
anything other than at-will employment. 


About Our Community 


[insert here what quilt is about, i.e. when it was established, its foundation, concept, idea, 
strategy, etc. 


Our Vision 


[insert here what quilt's vision is] 


Our Values 


[insert here what quilt’s values are] 
2. Introduction 


Why Do We Need a Code of Conduct? 


Ethical behavior is an integral part of your position with Quilt and is a personal 
responsibility that you should take seriously. We need and expect each contractor to hold 
themselves accountable for their work and behavior, and to support the values, principles, 
and standards upon which QuiltMC’'s business reputation rests. 


Ethical behavior is an essential part of your position with QuiltMC and is a personal 
responsibility that you should take very seriously. We need and expect each contractor to 
hold themselves accountable for their work and behavior and to support the values, 
principles, and standards upon which QuiltMC’s business reputation rests. This Code of 
Conduct is a guide to help you adhere to QuiltMC’s values, policies, and best interests of 
our customers and shareholders. 


The purpose of the Code of Conduct is to describe principles of business conduct and 
provide guidance in ethical decision-making. Many sections of the Code reference matters 
for which specific policies exist; the Code encompasses standards of behavior set forth in 
other Quilt policies. 


Although this Code may not directly reference questionable activities, ask yourself the 
following questions to decide if you should report or discuss an activity: 


@ Does it seem right? 
@ Isitlegal? 


@ Does it match up with QuiltMC’'s vision and values? 

@ Would | feel uncomfortable if | read about it in a digital media? 

@ Would other people at QuiltMC feel uncomfortable if they read about it in digital 
media? 


Although the Code lays out fundamental principles of ethical and legal conduct, it cannot 
anticipate every ethical dilemma or situation you may encounter in performing your 
contractor, employment, or volunteer duties/obligations. If you are unsure about the 
proper course of action at any time, discuss your concerns with your manager. 


Application of the Code of Conduct 


The code of conduct applies to everyone under the QuiltMC project umbrella. This includes, 
but is not limited to, the Administration, Contractors, Employees, Volunteers, and 
community ambassadors, as well as Anyone with access to sensitive information about the 
company. 


Compliance 


Compliance with the Code of Conduct is mandatory; you are expected to be familiar with 
and comply with the Code of Conduct in the fulfillment of your duties. You are also 
expected to understand your obligations under QuiltMC policies. Those who fail to abide by 
the Code of Conduct and QuiltMC policies will be subject to disciplinary action, up to and 
including dismissal or prosecution. 


Responsibilities to Report 


Everybody at QuiltMC is responsible for reporting any known or suspected unethical 
conduct, which includes any violation of the code of conduct by other Employees or anyone 
associated with the corporation. QuiltMC is committed to protecting all Employees, 
Contractors, and Volunteers who report unethical conduct from reprisal,resrisat as well as 
offering any necessary support to individuals who make reports. When an Employee, 
Contractor, or Volunteer makes a report of unethical conduct, they should do so in good 
faith. The Whistleblower section of the Code details the reporting procedures for 
Employees, Contractors, or Volunteers who suspect or become aware of any unethical 
conduct. 


3. Our Business Conduct 


Build Trust and Credibility 


The success of our business is dependent on the trust and confidence we earn from our 
employees, customers, and shareholders. We gain credibility by adhering to our 
commitments, displaying honesty and integrity, and reaching company goals solely through 
honorable conduct. It is easy to say what we must do, but the proof is in our actions. 
Ultimately, we will be judged on what we do. 


When considering any action, it is wise to ask: Will this build trust and credibility for 
QuiltMC? Will it help create a working environment in which QuiltMC can succeed over the 
long term? Is the commitment | am making one | can follow through with? The only way we 
will maximize trust and Credibility is by answering “yes” to those questions and by working 
every day to build our trust and credibility. 


Respect for the Individual 


We all deserve to work in an environment where we are treated with dignity and respect. 
QuiltMC is committed to creating such an environment because it brings out the full 
potential in each of us, which, in turn, contributes directly to our business success. We 
cannot afford to let anyone's talents go to waste. 


QuiltMC is an equal employment/affirmative action employer committed to providing a 
workplace free of discrimination of all types and from abusive, offensive, or harassing 
behavior. Any Employee, Contractor, or Volunteer who feels harassed or discriminated 
against should report the incident to his/her/their manager. 


All QuiltWC Employees, Contractors, and Volunteers are also expected to support an 
inclusive workplace by adhering to the following conduct standards: 


@ Treat others with dignity and respect at all times. 

@ Address and report inappropriate behavior and comments that are discriminatory, 
harassing, abusive, offensive, or unwelcome. 

@ Foster teamwork and employee/contractor participation, encouraging the 
representation of different employee perspectives. 

@ Seek out insights from employees/contractors with different experiences, 
perspectives, and backgrounds. 

@ Avoid slang or idioms that might not translate across cultures. 


@ Support flexible work arrangements for co-workers with different needs, abilities, 
and obligations. 

@ Confront the decisions or behaviors of others that are based on conscious or 
unconscious biases. 

@ Be open-minded and listen when given constructive feedback regarding others' 


perceptions of your conduct. 


QuiltMC will not tolerate discrimination, harassment, or any behavior or language that is 
abusive, offensive, or unwelcome. 


Create a Culture of Open and Honest Communication 


At QuiltMC, everyone should feel comfortable speaking his/her/their mind, particularly 
regardingwith-respectte ethics concerns. Managers have a responsibility to create an open 
and supportive environment where employees/contractors feel comfortable raising such 
questions. We all benefit tremendously when employees/contractors exercise their power 
to prevent mistakes or wrongdoing by asking the right questions at the right times. 


QuiltMC will investigate all reported instances of questionable or unethical behavior. In 
every instance where improper behavior is found to have occurred, the company will take 
appropriate action. We will not tolerate retaliation against employees who raise genuine 
ethical concerns in good faith. 


Employees, Contractors, and Volunteers are encouraged to address such issues with their 
managers in the first instance, as most problems can be resolved swiftly. If, for any reason, 
that is not possible or if an Employee, Contractor, or Volunteer is not comfortable raising 
the issue with his or her manager, QuiltMC’s Board operates with an open-door policy. 


Set Tone at the Top 


Management has the added responsibility of demonstrating, through their actions, the 
importance of this Code. In any business, ethical behavior does not simply happen; it is the 
product of clear and direct communication of behavioral expectations, modeled from the 
top and demonstrated by example. Again, ultimately, our actions are what matters. 


To make our Code of Conduct work, managers must be responsible for promptly 
addressing ethical questions or concerns raised by employees and for taking the 
appropriate steps to deal with such issues. Managers should not consider Employees’, 


Contractors’, or Volunteers’ ethics concerns as threats or challenges to their authority but 
rather as another encouraged form of business communication. At QuiltMC, we want the 
ethics dialogue to become a natural part of daily work. 


4. Our Work Environment 


